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OBJECTIVE:

 To impart the company with my knowledge and skills in the pursuits of its objectives, ideas, vision and gain a professional growth within the company.  Also, to be part of the company’s growth and development.

Special Skills:

· Computer Literate: Know Basic Microsoft Word, Microsoft Excel, Power Point, Visual Basic, Microsoft Access, ERP, ORACLE & SAP application and Microsoft Outlook.
· Can do clerical functions.
WORK EXPERIENCE
· International Company Ltd. 
(Under agency Jepar Manpower Service)

Procurement Officer

July 30, 2012 – November 13, 2014
Duties and Responsibilities

· Coordinates activities involved with procuring goods services, like raw materials, equipment, tools, parts, supplies, and also advertising, for establishment

· Reviews requisitions

· Confers with vendors to obtain product or service information, like price, availability and additionally delivery schedule

· Selects products for purchase by testing, observing, or examining items

· Estimates values according to knowledge of market price

· Determines method of procurement, like direct purchase or bid

· Prepares purchase orders or bid requests

· Reviews bid proposals as well as negotiates contracts within budgetary limitations scope of authority

· Maintains manual or computerized procurement records, like items or services purchased, costs, delivery, product quality or performance, and also inventories

· Discusses defective or unacceptable goods or services with inspection or quality control personnel, users, vendors, and also others to define source of trouble take corrective action

· May approve invoices for payment

· May expedite delivery of goods to users.

· Noble Metal Finishing Technology Incorporated

Procurement Officer
Visayas Ave. Phase 1, The Freeport area of Bataan

Mariveles, Bataan 2105, Philippines

August 18, 2010 – June 30, 2012

Duties and Responsibilities

· Maintain records of goods ordered received

· Locate vendors of materials, equipment or supplies plus interview them to define product availability terms of sales

· Prepare & process requisitions as well as purchase orders for supplies equipment

· Control purchasing department budgets

· Review purchase order claims contracts for conformance to company policy

· Analyze market as well as delivery systems to assess present future material availability

· Develop as well as implement purchasing contract management instructions, policies, and also procedures.
· Noble Metal Finishing Technology Incorporated

Human Resource Staff and DCC Staff
Visayas Ave. Phase 1, The Freeport area of Bataan

Mariveles, Bataan 2105


June 01, 2009 – August 16, 2010

Duties and Responsibilities

· Recruitment process requested the concerned department.

· Make a Memo’s and updated news for information of all employees.

· Filling 201 file.
· Coordinating all incoming mail and distribution thereof (faxes and reception correspondence)
· Coordinating exiting documents from OUTGROW (postage, registered mail, courier
· Responsible for the maintenance of a document management and manual and electronic filing system at OUTGROW
· Managing OUTGROW electronic filing system (H-drive)
· Ensure that document and information security is maintained
· Ensuring all staff phone bills are printed, distributed and filed
· Toshiba Equipment Philippines Incorporated


Hard Disk Operator 

Special Zone, Technopark Biñan, Sta. Rosa, Laguna

June 10, 2008- November 09, 2008

Duties and Responsibilities

· Ensure that all laptops are good especially the Hard disk
· Ensuring all quality inspection report are proper kept on the box file.
· Dunlop Slazenger Philippines Incorporated


Production Office Clerk
10th Ave. Mindanao, Cor. BEZ, Mariveles, Bataan


September 17, 2007 – February 16, 2008

April 01, 2007 – August 31, 2007

· Answer telephones, direct calls and additionally take messages

· Compile, copy, sort, and also file records of office activities, business transactions, and also other activities

· Complete mail bills, contracts, policies, invoices, or checks

· Operate office machines, like photocopiers scanners, facsimile machines, voice mail systems, and also personal computers

· Compute, record, and also proofread data other information, like records or reports

· Maintain update filing, inventory, mailing, and also database systems, either manually or using a computer

· Open, sort, and also route incoming mail, answer correspondence, and also prepare outgoing mail

· Review files, records, and also other documents to obtain information to respond to requests

· Inventory order materials, supplies, and also services

· Complete work schedules, manage calendars, and also arrange appointments

· Process as well as prepare documents, like business or government forms expense reports

· Monitor direct the work of lower-level clerks

· Type, format, proofread, and also edit correspondence other documents, from notes or dictating machines, using computers or typewriters

· Prepare meeting agendas, attend meetings, and also record transcribe minutes

· Troubleshoot problems involving office equipment, like computer hardware software

SEMINARS and TRAINING ATTENDED: 

AUTOCAD 2010 FULL COURSE WITH COLOR RENDERING

Tutorial held at Entecs Global Industries Inc.

Balanga Bataan 2106

June 24, 2012 – August 26, 2012

TRAINING NEEDS ANALYSIS SEMINAR

Held at Audio Visual Room FAB on June 19, 2012, 2F 

AFAB Administration Bldg., Freeport Area of Bataan

AN OVERVIEW ON OCCUPATIONAL HEALTH AND SAFETY ON INNOVATIVE APPROACH TO RISK MANAGEMENT

Held on May 08, 2012, at Freeport Area of Bataan

MANAGING HIGH PERFORMANCE TEAM
Stotsenberg, Leisure Park and Hotel Corp.

Gil Puyat Ave., Corner A. Soriano St.,
Clark Freeport Zone, Pampanga, Philippines
Tel #: (045) 499 - 0777 loc. 8006
November 4, 2011
LABOR RELATIONS, HUMAN RELATIONS & PRODUCTIVITY

Held at Audio Visual Room, 

AFAB Mariveles Bataan  

September 03, 2010
EARTHQUAKE AWARENESS PROGRAM

Environment Health and Safety Division

Held at BEZ, Administration Building, Mariveles, Bataan

March 22, 2010
ASBESTOS AWARENESS SEMINAR

PEZA-BEZ Administration Bldg. BEZ Mariveles, Bataan

February 5, 2010

TRAINING ON THE ALTERNATIVE DISPUTE RESOLUTION PROCESSES FOR INDUSTRIAL HARMONY
National Conciliation and Mediation Board

Regional Branch No. III

Held at BEZ, Administration Building, Mariveles, Bataan

September 24-25, 2009

BASIC OCCUPATIONAL SAFETY AND HEALTH SEMINAR (BOSH)
First Safety Systems Training Services
Held at the Philippine Business for Social Progress Bldg. Magallanes Cor. Real Sts., Intramuros, Manila

July 20-24, 2009

PERSONAL BACKGROUND:


Birth Date:


October 26, 1986

Birth Place:


Mariveles, Bataan, Philippines

Age:



28 years old


Gender:



Female 

Civil Status:


Single


Height:



5’3”


Weight:



116.60 lbs. 

Nationality:


Filipino



Languages Spoken:

Tagalog and English
EDUCATIONAL BACKGROUND:


College Level:


Polytechnic University of the Philippines







BEZ Mariveles, Bataan

Bachelor of Science in Information Technology

Major in Programming






2003 – 2007
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